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Chapter 1: Introduction

Travelers use DTS to procure airline and rail reservations to go on official travel. Those who do not have their
ownD2 SNy YSyid ¢NI @St / KINAHS /I NR 6D¢/ /0 YIreé& dzasS GKSA
for those reservations. Just like an ordinary GTCC, the charge card vendor (CCV) sends a monthly invoice that
lists the charges made against the CBRe DTS Reconciliation process starts with an automated attempt to
YIG§OK GKS OKIFINBSa 2y (GKS //+Qa Y2y(dKfe Ay@2A0S | 3+ A
to match the remaining transactions follows. Once the steps are completesysten acknowledgeand

certifies the invoicdor payment.

This manuaprovides guidance to the various personnel who use the CBA Tool, to help them perform their
duties. Table 41 outlines information covered in this manual: the CBA Process, the CBA Rationgiliocess,
and the key roles in those processes.

Table 11

The CBA Reconciliation Process and Roles

Introduction CBA Administrator CBA DTA CBA Specialist

* CBA use * Add or remove a * Load, edit, and * Use the DTS CBA
* Auto reconciliation CBA DTA remove CBA Tool
¢ Manual * Restage or Reject a accounts in DTS * Match, hold, or
reconciliation CBA Invoice » Add or remove dispute unmatched
« CBA compliance organizations froma  transactions
reports CBA account * Acknowledge and
« Read-only access * Add, edit, and certify CCV invoices
« Additional remove CBA
Resources Specl;lust; from
organizations

Ly GKAA Ylydzr 3z dzyfSaa 20§KSNBAAS Yis@eubentisasance NBE TSN
guide and is not an official DoD regulation. Personnel should couf§igial DoD regulationgi.e.,the DoD GTCC
Regulationsthe Joint Travel Regulations (JT&)d @mponentspecific policieso ensure compliance.

Defense Travel Management Office 5 travel.dod.mil
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Chapter 2: Pre-Implementation Considerations
C2NJ KA& OKILIWISWENBaRIEZ AANBS I RKENILISKERdZ GAYyI @2dzNJ &A
use the DTS CBA Reconciliation module.

You must take certain steps before an organization can use the CBA Tool. First, evaluate the organization to
determine if it can succesdiy use the CBA Tool. Failing to take this first step may lead to an unsuccessful
implementation of orlongi SNY RAFFAOdzZ GASA 6AGK /.! NBO2YyOAf Al (A2
success by reviewing their business processes in a few kag.are

2.1 TMC Processing
9y adaNBE (GKS aaisSQa t20Fqf o0dzaAySaa Nz Sa FyR GKS ¢NI @
requirement to return ticketed Passenger Name Records (PNRs) in DTS travel documents.

9 This action must populate at least one ticketmber and all applicable TMC fees in the authorization.
wS@ASs Ittt 2F GKS 2NAFYATLFGA2yQa NBOSyid [/ + Ay@d2A0S8
rough success rate in matching CCV invoice transactions against DTS authorizations rééhtage matched
both ticket number and cost?

1 The lower the percentage of matches, the lower the odds that the organization is a good candidate for

implementing the CBA Tool.

1 If the ticketed number and cost do not regularly match, DTS will not be ablgdenaatch the
transactions either. This will lead to a higher need for document amendments, extra work for your CBA
Specialists, and delayed payments to the CCV.

2.2 Traveler Behavior

Review recent travel authorizations and traveler profilEisen answerhese questions:
1. Do travelers understand DoD travel policy and organization business rules related to DTS and CBA use?
2. Do they followthe policie®
3. Do they use the DTReservationsnodule and keep their DTS profiles current?

1 The more the travelers use tHeTSReservationsnodule and keep their DTS profiles up to date the
better the odds that the organization is a candidate for successful implementation. Consider the extent
to which:

o Travelers use the DR&servationsnodule to make travel arrangements, inding using the
TMC Assistance options when they cannot find specific flights, lodging, etc.

o ¢KS L.! | O02dzyii ydzyroSNA | yR SELANI GA2ya RIGS
quickly they update their profile when they receive a new IBA accoumtber or expiration
date.

o Defense Travel Administrators (DTAd) work closely with Agency Program Coordinators
(APCs) to help maintain traveler IBA data. To minimize CBA use, a DTA should regularly run
the Accounts Info Listeportin DTSFigure 21) to:

A LRSYGATe (GKS OdaNNByd L.! RSGFEAfA Ay GNF @S
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A | 2YLI NB
A ' LRFGS

GK2asS RSOIAf A
GKS L.! AYyTF2

%
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G2 OF NRK2f RSNARQ L. !

0N St SNEQ 5¢{ LINE

For Official Use Only

Organization

DTMOCSD  Smith
DTMOCSD  Blake
DTMOCSD ~ West
DTMOCSD ~ West
DTMOCSD ~ West

Tracy L
Susan

Helen D
Chris A
Eric T

XXKXX1444
XXXKX1123
XXXXX9740
XXXXX9741
XXXKX9743

ontains Personally Identifiable Information covered by the Privacy Act of 1974

Government
Charge Card

Name Last Nam First Name Middle Initi SSN (Last 4 digit (GOVCC) Holder

No

Yes
Yes

Advanced  Mandatory Government Charge GOVCC

Authorizatio use of Card (GOVCC) (Last Expiration EFT

n Govce 6 digits)
ADVANCE AUTINon-Exempt

CARD HOLDER Non-Exempt  XXXXXXXXXX424242
CARD HOLDER Non-Exempt XXXXX000XX424242

Date Payment
Yes

May-20 Yes
Mar-16 Yes

Mandatory Checking Checking Savings Savings Traveler

Routing Account  Routing Account Email

Number Number Number Number Address C(sa Status

Hafag 10101010 tracy.smit No
No
No
114E+08 101010101 chris.west No
1146408 101010101 ericwest(No

Figure 21: Accounts Info List Report

2.3 Authorizing Official Behavior

L dz K2NRAT Ay3 hTFFAOAL ¢
use? The higher the percentage of AOs who perform the following tasks correctly, the better candidate the
organization is for successful CBA implementation:

52 GKS

7 ' YRSNEGF YR

YR SyT2NDS
document approval process (i.eliscouraging CBA use for IBA cardholders). The organization must

have a weldefined CBA use policy; if it does not, then you should address the issue with your senior
leaders.

a o!

iKS

hao

dzy RS Na@tedl toCBA (1 KS 2

2NBLF Y AT I (ude2ngoh thed dza A y

1 Approve travel documents intamely manner. A DTA can run the DTS Approved Status report to
validate this information. The CBA Tool cannot match transactions in unapproved travel documents.

2.4 CBA-Specialist Selection

Selection of the right personnel to reconcile CBA accounts ifatr@elected individuals must:

I Know how to find ticket and TMC Fee information in a DTS travel document.

1 Be able to determine the routing status of a DTS document.

1 Beable to correct ticket information in travel documents for LOA rejects.

0 Receive trainingn how to use the CBA Tool before implementation.

2.5 Financial Considerations

At OCONUS locations, check the TMC contact to determine whether the TMC issues tickets using foreign

currency or U.S. dollars.

T If your TMC issues tickets using foreign curregoyr sitelS NOTa candidate as DTS cannot process
transactions subject to foreign currency fluctuation.

o0 Thisissue is specific to receiving refunds for matched and paid debits. For example, in June,
the CBAS matches and pays a debit, aftenrrency conversion, of $100. In July, the TMC

issues a refund, after currency conversion, of $110. DTS cannot process the refund, because it
is not the same cost as the original obligated and disbursed debit.

Defense Travel Management Office

travel.dod.mil
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If your organization does not process obligas through DTS, your si@ANNOTIise the CBA Tool. If an
obligation does not exist in DTS, you cannot process a disbursement through DTS.

2.6 Site Fielding and Implementation

After you evaluate your business processes and decide to implement and usBAhEdOI, there are several
steps to take before you receive your first CCV invoice in the CBA Tool.

Use the following checklist to ensure you complete and coordinate all necessary abtiwesNot all steps are
yours to complete, but you must ensure thesponsible party accomplishes the required action before CBA
implementation.

Complete and process a CBA application with Citi. The URL is:
https://www.citibank.com/tts/sa/federalgovernmentprogramadministratorsquidesand-

forms/gsa.html

0 Select 461427 as the account classification in Section¢lti6 number sequence is unique
for each CBA.

Modify TMC contracts to reflect that:

o Paper authazations are not required for CBA purchases.

o CBA reconciliation will begin on <date>. After that date, the TMC no longer needs to provide
CBA reconciliation assistand¢ote: Each TMC contract is unique, so this notification must
include particulars abouhe support that the TMC used to provide for CBA reconciliation.

Select, train, and officially appoint each CBA

0 Select CBA&s. Each must understand the reconciliation process. People from the Finance and
Transportation teams often make good choic€his is a key role. Wise decisions improve
your chances of success.

o TrainCBA 4® ¢KS a02LJS 2F NBIdZANBR GNIAyAy3d RSLISY
of CBA and DTS experience.

0 Appoint each CBA as a Certifying Officer orb® Form 573after verifying that the CB/&A
successfully completed an approved Certifying Officer Legislation (COL) training class.

0 UpdateeachCBA Q& 5¢{ LISNXA&AAZ2Y -BBqites @tledsyf R | 0O0Saa
permission level 4 and organization access to the organizatizey will support.

day

A Update any additional GTCC systems used to process Statement andriay
inquiries (e.g., CitiManaggr

Register with the TAC.
0 Ensure each CB&knows how to open and track help desk tickets.
Modify site business rules to state that:

o Travelers must:
A Use DTS and the Reservations module.
A Update ticket costs as necessary.

Defense Travel Management Office 8 travel.dod.mil
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A Include ticket numbers vs. use e Attached Tickeds a generic ticket number
when entering ticket information in DTS.

A Process travel documenis a timely manneto avoid delays with matching tickets in the
CBA Tool
AOs must:

0 9YF2NDS &2dzNJ / 2YLRySydQa /.! LRtAde®
0 Process CBA travel documents in DTS as quickly as possible.

CBASSs must:

o Communicate their roleso that travelers, AOs, and DTAs understand the suppest tieed
and why.

DTAs:

0 Insert a conditional'ravel Mode Routestep on appropriate routing lists to ensure that a CBA
S sees all travel documents that use CBA as a form of payment. This helps ensure proper CBA
use, as the CBA can return documents that inappropriately used a CBA, so the traveler can
update the methal of payment, allowing the TMC to charge the correct account.

o0 Create a special CBA routing list to use on vouchers amended solely to match a CBA
transaction. A CBS, functioning as a NeDTS Entry Agent [NDEA]) stamps the docurient
ENTERED route it drectly to a person who will approve the amendment.

CBA DTAs notify DFAS Vendor Pay points of contact to inform them that the organization will be
processing CBAs. The information they must provide to DFAS Vendor Pay includes:

DTS Central Account Number
CBA aQ ylIYSazr SYIFAf FRRNBaasSasx FyR LIK2yS ydzyo SN
Note: Some Vendor Pay systems (e.g., GFEBS, DAI, CAPSW), require this step as-{vatiddtenme

Failure to accomplish it could result in rejected CCV invoices and payment delays. You must contact your
Vendor Pay POC to determine if notification of account setup is required.

Complete and submit the CBA Load Wodeth download from:
https://travel.dod.mil/Portals/119/Documents/GTCC/CBA _Account Load Worksheet.pdf

Assign up to five people to each CBA accopte: Due to the probability that you will need
assistance from the TAC at some point, we recommend you assign no more tinasofa TAC
analyst can be added to the account as needed.

Email the completed form to the Component POCs identified orCBA LoatlVorksheet.
Confirm that the CBA DTA processed @A LoadlVorksheet.

After the checklist is complete, you will start receiving monthly @D@dices into DTS.

2.7 Additional Training Resources

Defense Travel Management Office 9 travel.dod.mil
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The DTMO website located https://www.travel.dod.mil/Training/Referenc®laterialsprovides a vast array of
resources to assist in using the system and locate answers to DTS questions.

You can access the following manuals and resources from the DTMO website:

1 Guides, information pape, and trifolds. Provide procedures on a wide variety of many specific topics.
A key item for you is the Introduction to CBA Reconciliation in DTS information paper. You can access it
directly athttps://media.defense.qov/2022/May/12/2002995644/ -
1/0/INTRO TO CBA RECONCILIATION.PDF

T 5SFSyasS ¢NIF FSt | RYA Vhismanhd iticRided) 2 chapets and 13zappgritites
covering the DTA admstrative functions related to DTS setup and maintenance, electronic document
processing, budget setup, and reports.

1 The Defense Travel System Guiddgse five guides describe document processing in DTS: a general
introduction, and one for each DTS docemhtype (authorizations, vouchers, local vouchers, and group
authorizations).

1 The CBA Reconciliation Manughis guide provides information on the procedures for performing CBA
Reconciliation functions within DTS, focusing on site CBA Specialist Dii@liegimn procedures. The
content includes an introduction to the CBA billing process and user functions, and the roles for CBA
Specialists, CBBTAs, and CBA Administrators.

1 The DTS CBA Reconciliafiageavailable on thddTMOwebsite The website conias links,
documents, and contact information to support DTS CBA reconciled acaiunts
https://www.travel.dod.mil/Programs/GovernmerkravelCharg-Card/CentrallyBilledAccounts/

You can also access training material fromEReMO website, main training pags,
https://www.travel.dod.mil/Training/ In the Training Searclodl, selectCBASor DTAon theRoledrop down
list and then selecBearch

You should always be familiar with the:

1 Joint Travel Regulationittps://www.travel.dod.mil/PolicyRegulations/JoinT ravelRegulations/

1 DTS Regulations, authorized by DoDI 5154.31, Volumip3://www.travel.dod.mil/Policy
Requlations/DoBnstruction515431/

1 GTCC Regulations, authorized by DoDI 5154.31, Voluntgpg://www.travel.dod.mil/Policy
Requlations/DoBnstruction515431/

Defense Travel Management Office 10 travel.dod.mil
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Chapter 3: Overview

DTS provides and efid-end process in DTS for the receipt, reconciliation, and payment of CCV invoices. The
CBA Tool allows a CB4to reconcile (or match) CBA payrteemade through DTS travel documents against
those that appear on a CCV invoice. DTS automatically matches as many transactions ab@@RASwill

needto reconcile any remaining transactions manually.

Travelers use CBA to pay for transportatioargesc usually airline tickets, rail tickets, or TMC fees.
Transactions may also include full or partial credits created by refunds and cancellations.

Once all transactions match in the CBA Tool (or are otherwise resolved), the atkAowledges the CCV
invoice and certifies it for payment. DTS also facilitates the certification and payment process.

The CBA Tool also maintains a searchable database of invoices, tracks the progress of the reconciliation process,
and generates efficiency reports.

This chater reviews the CBA reconciliation and payment process, and defines the roles and responsibilities of
those responsible for CBA reconciliation.

3.1 Roles and Responsibilities

This section discusses the three CBA roles in DTS, which Figsiar8narizes.

CB A ® Located at DTMO
* Oversees DTS CBA Reconciliation DoD-wide

Ad m | n iStI’ator * Administers CBA DTA appointments

® Located at the Component level
CBA DTA * Oversees DTS CBA Reconciliation for a Component
* Administers CBA accounts & CBA-S appointments

 Located at the organization level

CBA Specia | |St  Reconciles and certifies monthly CCV invoices
* Monitors (with APC) CBA data in DTS profiles

Figure 31: DTS CBA Roles
3.1.1 CBA Administrator
The CBA Administrator:

9 Islocated at the DTMO.

Has functional oversight for CBA Reconciliation -inidz.
Adds and removes CBA DTA access to the DTS CBA Tool.
Rejects and restages CCV invoices.
Runs repais to monitor Pompt-Payment Act compliance.

Provides guidance to Service CBA DTAs.

= =4 =4 A4 A -

Acts asa CBA DTA for Defense Agencies and Joint Commands.

Defense Travel Management Office 11 travel.dod.mil
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3.1.2 CBA DTA
A CBA DTA:
9 Islocated at the Component level.
1 Creates and manages CBA accountsmndesses for their Component.
9 Creates, edits, deactivates, and deletes CBA accounts in DTS.
9 Assigns accounts to organizations.
1 Gives and revokes CEAaccess to accounts.
1 Updates traveler GTCC information.
1 Manages and supports CEBAactivities.
1 Provides klp desk support for CB3s.
f a2y Ad2NAR FyR dzZLJRFGS&a /.! | 002dzi
1  Works with APCs to monitor CBA delinquencies.
1 Requests access the DTS CBA Tool via a TAC help ticket in TraX.

December 292022

AYTF2NXYIGAZY AY

Note: CBA DTA coattinformation is available dittps://www.travel.dod.mil/Programs/Governmeskravel
ChargeCard/CentrallyBilledAccounts/

Eligibility Requirements

1
1
1

May be a military member, civilian employee, or DoD contractor.

Is not an accountable official

Does not have any DelBvel regulatory requirements, although the Component may require an

appointment letter or mandatory training.

Required Profile Data

Tade 31

MINIMUM DTS PROFILE REQUIREMENTS FOR A CBA DTA

Profile Type

Userif the person will never go on official travel.

Profile Type . -
User/Travelerif the person may go on official travel.

Access Levels

Organization | | O0Saa (2 Gdanponéntevel obganizadan (e.g., DA, DN,
Access DD).
Group 1 00Saa G2 GKS |/ -evel ghogp! (mMuéallowaccdsty S
Access requiredi NI St SNBEQ R20dzySydaov o

1 00Saa G2 GKS [/ -evel ofganizddién (elg2 DALBNY S
ROA DD)

Defense Travel Management Office 12
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Permission Levels

0 Create and sign documents

Access to the DTS CBA Toalgtbe given after the CBA Administrator
activates the CBA)

7 Access to the DTS CBA DTA module

Special Permissions

NonDTS
Entry Agent Y
(NDEA)

3.1.3 CBA Specialist
A CBAS:

Is located (typically) at the local level.

Follows all DoD policies and procedures per the JTR and the DoDI 5154.31.
Reviews the DTS reconciliation results and resolves unmatched transactions.
Contacts the AO when there is a requiredendment to match CBA transactions.

Acknowledges and certifies reconciled invoices for payment.

= =4 4 -4 -—a -2

Runs reports to determine the status of invoices (6Jpen Unmatched and track the efficiency of the
reconciliation process.

Corrects errors imejected transactions or CCV invoices to ensure prompt payment.
Workswith a DTA to:

o Include a Travel Mode Route conditional routing element in at least one routing list for
travelers who use a CBA.

0o Runthe CBA TO amtccount Info List report® verify IBA cardholders are not using CBAs
without approval

1 Works with the APC and DTd\ensureli NI @St SNEQ D¢/ / RIFEGF A& OdzNNBy i

Note: DTS sometimes refers to the CBAs the Transportation Officer (TO).

Defense Travel Management Office 13 travel.dod.mil
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Required Profile Data
Table 32

MINIMUM DTSPROFILREQUIREMENTF®R ACBAS

Profile Type

Userif the person will never go on official travel.

Profile Type ) o
User/Travelerif the person may go on official travel.

Access Levels

Organization

Access Access to thdighestlevel organizatiorthe CBAS will reconcile CBAar.

Access to the group that provides access to the documents of all traveler

Group Access . .
up CBAS is responsiblfor.

ROA Access to the highest¢vel organization the CB3 will reconcile CBAor.

Permission Levels

0 Create and sign documents

Access to the DTS CBA Tdalist be given after the CBA Administrator
activates the CBA)

Special Permissions

NonDTS
Entry Agent | Y
(NDEA)

Caution:A DoD contractor or a foreign natiomahybe a CBAS; however, theynay notcertify CBA invoices for
payment. Since there is no technical mechanism in DTS to prevent a person with the profile settings listed above
from certifying invoices, other precaotis (e.g., training, monitoringfustbe in place to prevent this from
happening.
Eligibility Requirements
A CBAS:

1 May be a military member, civilian employee, DoD contractor, or foreign national; however, see

Cautionabove.
1 Isan accountablefficial if they certify invoices; therefore, they must:
0 Be designated in writing on@D Form 577

Defense Travel Management Office 14 travel.dod.mil
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for Accountable Officials and Certifying Officers (TAOCO)hwghavailable through TraX
may satisfy this requirement.

o Complete any additional training their Component mandates.
0 See Table 3B for links to theDD Form 57@and the website that houses the DTMO TAOCO

classes.

Table 33

CBAS DOCUMENTATION AND TRAINREGOURCES

DD Form 577 https://www.esd.whs.mil/Portals/54/Documents/DD/forms/dd/dd0577.pdf
DTMO TAOCO https://www.defensetravel.dod.mil/neoaccess/login.php
classes Log into thePassport, theTravel Explorer (TraX) and go to ffrainingmodule.

3.2 Process Overview

The DTS CBA Tool improves éfficiency of the legacy CBA reconciliation processing by automating many of the
steps. Figure-2 shows a highevel owerview of the entire process.

CCv

ccv
Invoice

Ticket data
stored in DTS

Ticket
Data

Trip
TMC

Request

5
DTS tries to
match data in
CCV invoice
and ticket
data in DTS

CBA-S
matches
remaining
transactions
& certifies
invoice

ccv
Invoice

Invoice

DFAS

Figure 32: Overview of the CBA DTS Process for CCV Invoices

To help you understand the (simplified) DTS CBA reconciliation prbeeedsa systematidoreakdown.Note:
Everything inside the blue box in Figur@ Bappens in DTS.

1. 2 KSy |
Request) to the TMC for booking.

0N} oSt SNJ ONBI GSa

2NJ I YSYR&A

| yon recdests @A T | G A 2

2. Three business days before the trip start date, the TMC returns booked reservdbomation (Ticket

Data) to DTS

Defense Travel Management Office
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3. When the TMC tickets the reservations, they notify the CCV of anyairdons they chaged to the
CBA

4. Atthe end of the billing cycle, the CCV sends DTS an inwoitaring all CBA transactions.
5. DTS tries to match each transaction in the CCV invoice with an entry in DTS.

6. The CBA matches the transactions DTS could not match, then iesrtiie invoice for payment*. The
CBAS can also hold or dispute transactions they cannot match, to speed up the certification invoices.
TheCBA Q& 2LJiA2ya RdAANAYy3I GKAAa adSLI INB GKS LINAYIFNE 7

*If allowed ¢ not all CBASs may certify iroices for payment.
7. Certified invoices go to DFAS Vendor Pay, which pays the CCV.

8. DMDC archives paid invoices.

3.3 Access to the CBA Tool

After a CBA DTA gives you access to the CBA Tool, you can access it at any time by logging onto DTS and from
the DTS DshboardselectAdministration >CBA Too{Figure 33). Note: You may not see all the options visible
in Figure 3.

Home Trips v Travel Tools v Message Center

Centrally Billed Accounts 1+ L .
Administration Reports
$ = [ L, shil rep
CBA Tool Budget Tool Report Scheduler [
* e

DTA Maintenance Tool [4 I A$) Debt Management

Self Registration Administration

=

Debt Management Tool &'

Delegate Authority

Document Unlock Tool

Figure 33: DTS Dashboar@BA Tool Lipk

Defense Travel Management Office 16 travel.dod.mil
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Chapter 4. Auto-Reconciliation

DTS begins autreconciliation when it receives a C@Voice. During aut@econciliation, DTS compares each
transaction on the invoice with the most current DTS travel documents (authorizations or vouchers) and assigns
each one a status and a classification:

1 Status:The current state of the transaction. Ttieee possible initial statuses akdatched
Unmatched andSuspendedSection 4.1.1 provides more detail and Tablelts all statuses with
brief descriptions.

1 ClassificationThe type of transaction (e.g., Debit, Credit). Section 4.1.2 provides reta# @nd Table
4-1 lists all possible classifications with brief descriptions.
4.1 Auto-Reconciliation Overview

Auto-reconciliation is the first part of the reconciliation process in DTS. It generally begins as soon as DTS
accepts the CCV invoice (seeapton below) and ends when it has assigned a status and classification to each
transaction.

Figure 41 summarizes this part of the proced®ote: Due to the large number of possible classifications and
statuses, it only shows the most common three stagise

Charge Card Vendor

‘ Auto-Reconciliation Process J

DTS CBA
Reconciliation
Module

CCV Invoice DTS Invoice Auto-Reconciliation
Email notification

of rejected invoice

Matched Transaction
Transactions on the invoice and in DTS contain the same
information in either the primary or secondary matching
criteria.

Suspended Transaction

Transactions that are pending a credit or refund. DTS
removes them from the invoice so the CBA-S can process the
remaining transactions without delay.

Unmatched Transaction

Transactions on the invoice and in DTS do not contain the

same information in either the primary or secondary

matching criteria or DTS cannot find the transaction in a
\_travel document.

Figure 41: AutoReconciliation Process
The following steps comprise the adteconciliation process as shown in Figuré: 4
1. DTS receives the CCV invoice and checks for proper format.
2. One of two actions is possible at this point:

1 DTS accepts the invoice and converts it into a DTS inWate: This triggers DTS to assign the Prompt
Payment Act (PPA) date to the invoice.

Defense Travel Management Office 17 travel.dod.mil
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1 DTS rejects the invoice and emails the CCV and the CBA Administrator to notify them of the rejection.
The CCV nut correct and resend the invoice.

3. DTS begins reconciliatioBxceptionL ¥ &2 dz KI @S y20 &Si OSNIATFTASR GKS
holds the new invoice in Receipt from CC3fatus in the Rea®nly Access (ROA) module. The auto
NEO2YOAtALFGAZ2Y LINRPOS&aa F2NJ GKAaA Ay@2A0S gAftt o6S3aAA

4. After autoreconciliation, DTS assigns each transaction one of the statuses described in Section 4.1.1
and one of the classifications described in Section 4.1.2.

4.1.1 Transaction Statuses

After autoreconciliation, DTS places every transaction on the CCV invoice into one of three stdiisbsd
Unmatched or Suspendedrigure 42 describes those stases. Additional details appear below the graphic.

Unmatched Suspended

Matched

A transaction in both the *The transaction in DTS is in a e A credit transaction has a
CCV invoice and in an travel document that the AO corresponding debit, but
approved DTS travel has not approved. but:
document have: +  The debit is not on the
*  The same dollar -The }10"3" amount on the CCV invoice.
amount and ticket invoice; )
number. *  Matches the dollar * DTS has not received
amount in a DTS an Advice of Payment
* The saime dollar document, but the (AOP) - i.e., PAID
ticket number or stamp - for the debit.

amount and traveler
name, and a ticket traveler name does
date within 30 days of

the invoice date.

not match.

*  Does not match the
dollar amount in the
DTS document.

* Does not exist in the
DTS document.

Figure 42: Transaction Statuses

Matchedtransactions do not require you to take any additional action other than a general review of the
provided information.

Unmatchedtransactions require your intervdion. You must do one of the following (full details of the
processes appear later in thisamual):

o=

! wSaSINOK GKS NBIFazy GKS (NIXyalOiAzy RARyQlU YIFGO
o Correcting the DTS document.
o The TMC sending the corrected transaction information to D8 the CCV, as needed.

1 Remove certain transactions from the invoice, which allows you to certify the invoice when all
transactions remaining on the invoice match. This helps avoid delaying invoice certification. Remove
transactions by placing them intae of the following statuses:

Defense Travel Management Office 18 travel.dod.mil
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o Held These transactions will require lengthy research before you can take final action.
o Disputed These transactions were incorrectly included on the invoice.

Suspendedransactions occur when a traveler receives a refundafticket, but the original debit and the credit
appear on different CCV invoices. DTS applies the status duringematociliation, when it receives the debit.
You cannot apply this status, but when DTS recalhe®\OP for the debit, you can manuallgoacile the
Suspendetransaction.

DTS removeSuspendetransactions from the invoice to allow certification and payment of the remaining
transactions.

4.1.2 Transaction Classifications

Along with a status, DTS gives each transaction a classification during theeeomeiliation process. The
classification identifies the type of transaction, suctbabit, redit, Fee, or Refund Table 41 displays all the
transaction statuses and theassociated classifications.

Table 41

TRANSACTION CLASSIFICATIONS

Status Classification Description

Receipt from CCV DTS has received the CCV invoice hagtnotprocessed

(system Receipt from CCV i
generated) '
Amendment The AO applied thRETURNE&amp to a CB#nitiated
Returned amendment.
You submitted a request for a travel document
Amendment o
: amendment (a CB#itiated amendment or to route for
Pending L .
approval). Action is required on the amendment.
The CCV invoice contains a debit that has the same
Dublicate transaction type, Travel Authorization Number
P (TANUM), ticket number, and ticket cost as a debit that
Unmatched has been reconciled and paid.
(system The CCV invoice contains one of thllowing:
generated)

A debit that DTS cannot find in a DTS travel document.

The value of &letted Debithat does not equal the
ticket amount in a DTS travel document.

Unmatched Debit

DTS cannot match a credit because a DTS travel

Unmatched Credit document was approved and paitien cancelled.

Unmatched Fee Same asJnmatched Creditbut specific to a TMC Fee
Unmatched The CCV invoice containdlatted Credithat does not
Refund equal the ticket amounin aDTS travel document.

Defense Travel Management Office 19 travel.dod.mil
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Status
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TRANSACTION CLASSIFICATIONS

Classification

Description

Advance Credit

The CCV invoice contains a credit for a ticket refund
received after payment, but the CCV has not yet sent t
debit transaction. SeBreviously Applied Credit

Manual Advance
Credit

You apply it to mark aAdvance Cred{see above)

Fee Credit

DTS matched a credit that is a TMC Fee.

Matched Fee

DTS matched a debit that is a TMC Fee.

Matched Debit

DTS matched a debit.

(CBAS action)

Matched PPA Interest D_TS posts a debit to pay interest due tBRA deadline
(system violation.
generategl or Matched Refund The value of a ticket in a DTS travel document equals t
CBASaction) net value of a\etted Debiandanother CBA transaction.
. . The CCV invoice contains a credit for a cancelled ticket
Previously Applied . ) A
. balance a debit that appeared on a previous invoice as
Credit .
anAdvance Credit
The CCV invoice contains a credit for a ticket that
Matched Credit appeared on a previous invoice aMatched Debit but
was later refunded.
Wash Credit & _The_CCV sent both a c_jeblt and a credit on the same C(
h Debi invoice, for the same ticket number and dollar value. Th
Wash Debit net value of aVash Credi& Wash Debits always $0.
Credit ManualPreviously You apply it to mark Rreviously Applied Credstee

Applied Credit

above).

(CBAS action)

Paid Credit DTS received an AOP for a credit.
Paid Debit DTS received an AOP for a debit.
Paid Fee DTS received an AOP for a TMC Fee.
Paid Paid Fee Credit DTS received an AOP for a TMC Fee refund.
éseynséerzgzed) zgi;jar'\]/l;ng?é dit DTS received an AOP foManual Advance Credit
Paid Netted Debit DTS received an AOP foNatted Debit
Paid Refund DTS received an AOP for a refund.
Held

Transaction Held

You apply it to temporarily remove a transaction from
the invoice.

Closed
(CBAS action)

Transaction Closed

You apply it to permanently remove a transaction in
Disputestatusfrom the invoiceafter adisputeis settled.

Defense Travel Management Office
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TRANSACTION CLASSIFICATIONS

Status Classification Description

Disputed Debit You apply it to mark a debit as not valid for the DTS CBE
account charged.
Dispute Y lyitt k dit t valid for the DTS CI
. , . ou apply it to mark a credit as not valid for the
(CBAS action) Disputed Credit account charged.
. . Youapply it to mark a duplicate transaction as not valid
Duplicate Disputed for the DTS CBA account charged.
Netted Debit The CCV invoice contains both a debit and a credit for
(system Netted Debit ticket, and DTS has combined them into a single
generated) transaction for reconciliation and payment.
Pending Fee Credit The CCV invoice contains a TMC Fee credit that is
9 awaiting the debit associated with a DTS cancellation.
Suspended . ) ) ) .
Pendina Credit The CCV invoice contains a credit, DUiS is awaiting the
(system 9 debit due to a DTS cancellation.
generated)
Pending Refund The CCV invoice contains a credit, but DTS did not
9 receive an AOP for the corresponding debit.
*Disputes are settled outside the system and must be coordinated with the chargearaidr

4.2 Matching Criteria

DTS generally completes auteconciliation within 24 hours of receiving the CCV invoice (assuming no
previously received invoices remain open). The aetmonciliation process matches information on the invoice
against the most current authorizations and vouchers in DTS. Tal@leldscribes the matching criteria DTS uses.

Defense Travel Management Office 21 travel.dod.mil
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Table 42

AUTORECONCILIATION MATCHING CRITERIA FOR TICKETS AND TMC FEE!

Primary Matching Criteria

DTS matches a transaction if all of fodlowing are true:
 Ticket numberanddollar amounton the CCVhvoice match the datan a DTS travel document.
f The document contains:

0 CBAas the method of payment.

o Either aPOS ACK RECENGEPAIDstamp.

Secondary Matching Criteria

If DTSails to get a match, isesthese criteria. Again, all must be true for DTS to find a match:
{1 Thedollar amourt andi NI @S t Sawlha invgite Yh&tch the information in a document.
I The document contains:

0 CBA-a (GKS GNIyalOQiAazyQa YSOiK2R 2F LI &YSyida

o Aticketnumberé A S d3 | vy Séettaghad TREESMHSPLIG &

0 Aticket datewithin 30 days before or after the transaction date on the invoice.

If DTS fails to produce a match with the primary or secondary madriteria, it assigns the transaction a
status ofUnmatchedor Suspended

Defense Travel Management Office 22 travel.dod.mil
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Chapter 5: Manual Reconciliation

When autereconciliation is complete, every transaction on an open invoice is in one of the three initial statuses.
You must research the reasofts the Unmatchedransactions and initiate corrective action as necessary, in an
attempt to reconcile themThis chapter focuses on that process.

5.1 Review Transactions

When you access the CBA Tool, @@ en Invoices Summaiscreen (Figure-3) opens.

Screen 1D: 3100.1
Defense Travel System CBA Home | Help for this screen | Logout
A New Era of Government Travel Centraﬂy Billed Account

CBA Search Invoices: [0]i=)] VSeIect hd Compliance Report

Open Invoices Summary

Awaiting Certification (1)
Days since PPA

CBA Account Label CBA Transaction Account # Start Invoice # Invoice Summary Certify Invoice
DD CBA 4614 71 69 008 95 View Certify

Awaiting Acknowledgement (0)

Days since PPA
Start

Acknowledge

CBA Account Label CBA Transaction Account #
Invoice

Invoice # Invoice Summary

No Invoices Awaiting Acknowledgement

Unmatched Invoices (1

CBA Account Label CBA Transaction Account # Days'sincalRbA Invoice # Invoice Summary [T1ensection
Start Summary
DD CBA 4614 71 16 1005 16 View View

Rejected Invoices (0)

Days since PPA

CBA Account Label CBA Transaction Account # Start

Invoice # Invoice Summary Unmatch Invoice

No Rejected Invoices

Figure 51: Open Invoices SummeRyreen
It displays any currently open invoices in four categories:
1 Awaiting Certification These acknowledged invoices and are ready for certification. Certified invoices
will be paid and then archived.

1 Awaiting Acknowledgement These invoices have ndnmatchedtransactions. Acknowledge them to
lock in the final status of all transactions before archiving.

T Unmatched InvoicesThese invoices have at least ddematchedtransaction on them. You must
continue to workthem until you have matched all transactions that remain on the invoice.

1 Rejected InvoicesDTS returned these invoices to the CCV because of a formatting error.
From here, you must open an invoice, then drill down to see the individual transactions.
5.1.1 Select an Invoice to Review

The usual way to review an invoice is to sele¥iew link in thelnvoice Summargolumn. Doing so opens the
Invoice Summargcreen (Figure-8) for that invoice.
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| 26 SOHSNE AT @2dz R2y Qi 4SS (GKS Ay @2AiA0S
the Open Invoices Summaigcreen:

2dz YSSRXZ 5¢{

(04

1. Select an option from thé&nvoicesdrop-down menu:
1 Open
1 Awaiting Certification
1 Awaiting Acknowledgement
1 Rejected
1 Unmatched

AnlInvoice Summangcreen opens; it has two slight differences from the screen shown in Figgire 5

1 The screemame includeshe status so ifyou selectedAwaiting Certification anAwaiting
Certification Invoice Summargcreen opens.

1 It only cantainsinvoicesof the typebased upon your search criteria. Therefore, if you selected
Awaiting Certification it only containgnvoicesin an Awaiting Certificatiorstatus.

2. Select theCBA Searchnk. A search criteria screen (Figur@)sopens.

Figure 52: CBA Searclti@en

1 Choose &eport Type
Select your search criteria. See Tablk for information on the seatccriteria for each report type

1 SdectGet Report Thelnvoice Summangcreen (Figure-3) opens. It shows all invoices that meetyo
search criteria.

Note: This type of search is most useful to individuals who only have a few CBA accounts.
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